GUIDELINES FOR SUBMITTING READING PASSAGES

We will do our best to obtain permission to use the reading passages that you have submitted.
If we cannot obtain permission to use a passage we will not be able to use it. By following the
guidelines below you will provide us with the information we need to track down the copyright
holders and request permission.

Please DO:

Fill out the copyright information form completely or make sure the information is included in
the documents you submit.

Submit copies of the following:

reading passage

title page

copyright page for books/table of contents page for magazines

acknowledgment page(s), usually at the back of the book

if the passage is a label from a product, include all information about the manufacturer
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Make sure all of the pages are copied completely and legibly.

Try to obtain passages from original sources instead of collections of passages from various
authors. If the passage comes from a collection, please be sure to copy the
acknowledgment page(s) from the back of the book. Often the publisher of the book of
collected works is not the copyright holder of the reading passages within the book.

Let us know where you found the passage. Is it from a book or magazine you own? Did it
come from your school or public library? We may need to obtain the original book or
magazine to scan graphics or obtain missing information.

Give us your name and a phone number at which we can reach you in case we have
questions.

Please DO NOT:

Retype the passage and turn it in. This increases the chance that there will be an error in
the text and provides no copyright information.

Select pieces from Nickelodeon Magazine or by Teresa Palomo Acosta. They will not allow
their pieces to be used in assessments.

If you have any questions please call Amy Cosby at (415) 615-3197
WestEd, 730 Harrison Street, San Francisco, CA 94107



